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INFORMATION COLLECTION APPROVAL PROCESS FOR

ALL INFORMATION COLLECTIONS EXCEPT NEW RULEMAKINGS

STEP 1       DEVELOP/REVISE THE INFORMATION COLLECTION DOCUMENT TO ENSURE THAT IT:

! Is necessary for the proper performance of agency functions;

! Avoids unnecessary duplication;

! Reduces burden on small entities;

! Uses plain language.

! Is consistent and compatible with current reporting and recordkeeping practices;

! Indicates the retention period for recordkeeping requirements;

! Informs respon dents of the information called for under 5 CF R 1320.8(b)(3):

(1) Why the information is being collected;

(2) Use of information;

(3) Burden estimate;

(4) Nature of response (voluntary, required for a benefit, or manda tory);

(5) Nature and extent of confidentiality; and

(6) Need to display a valid OMB control num ber;

! W as developed by an office that has planned and allocated resources for the efficient and

effective management of the information to be collected;

! Uses effective and efficient statistical survey methodology; and

! Mak es ap prop riate u se of  inform ation  technolog y.

STEP 2       ENSURE THAT THE PAPERWORK REDUCTION ACT (PRA) SUPPORTING STATEMENT

IS COMPLETE AND ACCURATE.  Closely follow OMB instructions for completing the

Supporting Statement.  Provide all required information.

STEP 3       PUBL ISH IN  THE FEDERAL REGISTER A NOTICE PROVIDING THE PUBLIC 60 DAYS TO

COMMENT  ON THE PROPOS ED IN FOR MAT ION C OLL ECT ION.  Guidance for preparing

Federal Register documents is provided in 318 DM and in the Document Drafting Handbook

prepared by the Office of the Federal Re gister.

! You must publish the 60-day notice before the information collection package can be

forwarded to OMB for review and approval.  Departmental clearance is not required prior to

sending this notice to the Federal Register.  

! Include in this Federal Register notice the proposed information collection document(s), such

as a ques tionnaire or  form , or tell the pub lic how they c an obtain  the prop osed d ocum ents

without char ge from  the S ervic e.  Direct the public to send comments to the Service

Information Collection  Clearan ce Off icer, PDM .  You m ust ask  for spec ific public co mm ents

on:

(1) Whet her or not the collection of information is necessary for the proper performance

of the functions of the Service, including whether or not the information will have

prac tical u tility;

(2) The accurac y of the  estim ate o f the b urde n of th e colle ction of information, including

the validity of the methodology and assumptions used.

(3) The quality, utility, and clarity of the information to be collected; and

(4) How to minim ize the burden of collection of information on those who are  to respond,

including the use of appropriate automated, electronic, mechanical, or other forms of

informa tion te chnology.



Exhibit 1
281 FW 5
Page 2 of 3

RECORDS MANAGEMENT

STEP 4    PREP ARE A PR A SUB MISS ION AND SEND IT TO THE DIVISION OF POLICY AND

DIRECTIVES MANAGEMENT FOR REVIEW AND CLEARANCE.  Subm it:

! Original and three cop ies of OM B Form  83-I (Paperwork Reduction Act Submission). Follow

OMB directio ns fo r com pleting OM B Fo rm 83-I.  R eport any f iling fe es that you  are c ons iderin g in

block 14 o f  OMB Form 83-I, and ex plain the fee s in section  13 of the S upporting  Statem ent.

(Filing fees are charges to filers to reimburse the Government for the cost of processing an

application for special Federal benefits.)  Only the Service Information Collection Clearance

Officer and the Departm ent of the Interior Information Collection Coordinator will sign this form.

! Supporting Statement.  See OMB guidance for preparing the Supporting Statement.  Follow this

guidanc e carefu lly. 

! Summary of public comments received, including actions in response to the comments.

! Copies of pertinent statutory authority and regulations.

! Copy of Federal Register notice (Step 3).

STEP 5       FORWARD THE PACKAGE TO THE DEPARTMENT FOR REVIEW AND CLEARANCE.

After the Service Information Collection Clearance Officer has reviewed and approved the

PRA packa ge, sub mit one  com plete PR A subm ission an d three a dditional filled-ou t OMB

Forms 83-I to the Department for clearance.  After review, the Department will retain one copy

of the PRA documents and return three signed OMB Forms 83-I to the Service.

STEP 6        PUBLISH A NOTICE IN THE FEDERAL REGISTER.  Notice will inform the public that OMB

has up to 60 days to approve or disapprove the proposed information collection, but may

respond after 30 d ays.  To ensure  conside ration, pub lic com men ts shou ld be sub mitted to

OMB within 30 days. Include the following:

! Title for the collection of information;

! Summary of the collection of information;

! Brief description of the need for the information and proposed use;

! Description of likely respondents, including estimated number, and proposed

frequency of response;

! Estim ate of the total annual reporting and recordkeeping burden that will result from

the collection of information.

! Statement that directs public comments to the Attention: Desk Officer for the Interior

Depa rtmen t, Office of Information and Regulatory Affairs, Office of Management and

Budge t, Washington, D.C.  20503.  Also, direct comments to  the Service Information

Collection Clearance Officer.

! If the Service has requested approval on an em erge ncy basis, indicate time period

within which the Service has requested OMB to approve or disapprove.

! You must solicit public comments on:

(1)  Whether or not the collection of information is necessary for the proper

performance of the functions of the Service, including whether or not the inform ation

will hav e pra ctica l utility;

(2)  The accuracy of the estimate of the burden of the collection of inform ation,

including the validity of the methodology and assumptions used;

(3)  The quality, utility, and clarity of the information to be collected; and

(4)  How to minimize the burden of the collection o f inform ation on tho se who  are to

respond, including the use of appropriate automated electronic, mechanical, or other

form s of in form ation  technolog y.
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STEP 7       SEND  THE  PRA SU BM ISSIO N TO  OM B FO R APPR OVAL .  Use the three OMB  Form s 83-I

signed by the Department (Step 5) to create three complete copies of the PRA submission.

Include a copy of each Federal Register notice.  Re tain one c opy and s end two  com plete

copies to OMB on the date that the Feder al Registe r notice (Step 6) is published, or as soon

as possible thereafter.  This will ensure that the public has a full 30 days to comment to OMB.

STEP 8 OMB APPRO VES O R DISAP PROVES THE INFORMATION COLLECTION.  OM B wil l

review the PRA submission and respond after 30 days, but before 60 days.  The OMB No tice

of Action will either approve or disapprove the information collection.


